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MEMORANDUM FOR: Comptroller

SUBJECT . : Establishment of Central Offxce for Processing
Travel Vouchers

REFERENCE : Memo dtd 9 Oct 62 to DD/S fr Compt, same subj.

1. Tam in agreement with your proposal for the processing of travel
vouchers in one central location. I have examined space contiguous to the
Central Processing Branch in an attempt to provide facilities for implement-
ing your proposal immediately. I regret the unavailability of such space at
the present time., Ihave asked the Director of Logistics to incorporate in
his planning your requirement for space to accommodate 13 people near the
Central Processmg Branch.

2, In establishmg the proposed activity you may desire to consider the
followmg \

a. The Central Processing Branch now has three Finance Officers

who prepare requests for advances, compute pay, and perform related

. financial tasks. It is possible that these activities should be merged
- with the proposed activity in order to effect, even further savings.

o b. If a handwritten voucher or worksheet, signed by the claimant
and processed immediately, would suffice, typing could be eliminated
and a second contact with the claimant would be unnecessary.

C. The Central Processing Branch now handles all invitee travel
VOuchers',', and you may desire to consider the practicability of having
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‘the proposed organization process all travel vouchers rather than
unvouchered only

L. K White
Deputy Director
- . - ’(Support)

cc: Director of Logistics w/o att

Attachment: ' |

Memo dtd 18 Sept 62 to Compt fr AC/TAS .
subj: "A Proposal for the Establishment of a
Central Office at Headquarters for Processing

Travel Vouchers Chargea.ble to Confidential Funds"
(O & 4ccs)
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MIWV.ORANDUM FOR: Colonel L., X. White

Deputy Dizecior {Support
SUEJECT : Establishment of Contrai 1 Office for Processing
Travel Vouchers

.

. Anmnexed is a staff study srep :i:zg the establishment
-of a contral office for processzin ing i

o2
-
-~
-
.

axd TDVY overseas travelers charcoable to cenlidential funds., The
p;-opasai, i adopted, would Predally result in the climination of
&oprovimately five recple and would also cxpedite seitlement of

- . ? . Lo
clu.;ms. In 2ddition to ‘the conizois recommended in thig staff Stdd‘j
requiring ssccific approval of any trovel voucher which refl an
itinerazy or cisen sessmmncanily different from tha at author d,

C#=penies not previously zuthoriz ed, cr oneraticnal expenses, l‘c
be advisable to Tequire approval by the auth wrizing component of 2
claims cover ing extenzive overssas TDY trazvel. The Proposal has
very conagid c:c:ble merit, both in termg of enhznced efficiency as
wall i

< &% i terms of reduction of mansewer.

d

.

2. It seems o me, hom,ve" that we run up against the
practical problem of ¥oom spacce.  In ordasr o accomplish the purpose
propesed, we would have to o accommedate .*“..o.-imc.t\.iy thirteen n_indie
viduals in reasonable n&oxzmzuj o the Cenizal "”"accs.,mv Bv'“ﬂ.ci..
'-'0.:-:-_'_\5”c;ing any further in an sticmoi to coordinate ‘ch.:}'ﬁro?c:al,
thereiore, it occurred to me that i would be advisable to obiain som

nd of ruling from the DD/S 2z to whether accommodation of sueh g
aew gection is even remotely praciicadle under o cxisting circumstarces.
< am botherirsy you pereonally with the Prosicm as this.again ig on
example of a scibility of effecting ¢conomies which may very wcil
o2 frustrate 4’0" lack of availabic €e. It rmzay be, however, ihot
Some solution to the administrative - 2Cis of hlz problem ma.y ke

O

b sp
Possitie in which case we are in 2 position to elfect at least 2 modest
<fomomy. ‘

COMP'T' JA.._J/ Gl ’ : o
O&l - Addressee 1 - C/TAS
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MEMORANDUM FOR: Cpmptroliler

SUBJECT : Establishment -f & Central Travel Cisims Office
REFERENCE ¢ Staff Study addressed to you from Acting Chief, Technical

Accounting Staff dated 18 Sepiember [u52; Subject: A
Proposal for the Esteblishment o = vcentral Office at
Headquarters for Processing Trevel Vouchers Chargeable
to Confidential Funds

1. The reference outiines current Agency procedures and provosed
alternative procedures for wh preparatiorn of confidential fande iravel
claims for PCS and UDY overseas travelers returning vo Headguarters and
for approving, pre~anditing, certifying anc settliing such claims. Under
the alilernative progedures propssed in tihe reference, z central travel
clalfus office would be establivhed as & new section 21T the Operation
and L.aison Branch, Financc Divisicn, Office of the Compiroller ard it
would be staffed with periuanel who are ciarently assigned Lo ihe DD/P
area divisions, Office of Communications, and to the Finance Vivision,
Office of the Comptrilier who are currently processing Lravel Slaims.
As indicated in the referenced memorandum, the establishment of LLio
new office should result in a savings of approximately Ffiv: io s.x
man-years of work in the Agency and other advantages will acuerc as
described under paragraph VI - Conclusions, page 5.

2. It is recoumended that you concur in the recommendai.ions containe?
in paragraph VII of the reference and obtein the concurrences

of the clher
members of the Financial Folicy and Budget Commit

ttee, as the acceptance Hf
L6, anc

o4,
wi the

this proposal will reguire the transfer of certelin functions, slot
personnel from their organizational components to the Office
Comptroller.

25X1A
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MOMORANDUM FOR:  Comptroller

SUBJRCT ¢ A Proposal for the Esteblishment of a Ceatral Office at

Resdquerters for Processing Travel Vouchers Chargeadble
to Confidentisl Funde

I. ‘'his nemorandum confains a recosmendation for approval in baragraph VIX.

IT. PROBLEM

To determine the feasibility of establishing » centrel travel claims

office at Headquarters for the purpose of assisting returning FCS emplayees
snd TDY overseas travelsrs in the proparation of their confidentisd funds
travel vouchers and for the Yyping, auditing, and certifying of such vouchers
for payment or for credit to the travelers' advance accounts.

III. ASSUMPTIONS

1. Current proceduwres for processing PC5 and TDY travel vouchers st
Headquarters for employess traveling on confidential funds result in e:cesasive
utilization of manpower and time because of dupliceation of effort in the

travelers' components of assignment and in the Finance DPivision, Office of
the Comptroller. Centralization of certain functions should result in a
savings of manpowver, time, and papexrwork.

2. A central travel claims office fox Proeessing trevel claims may
now be fessible becauss most of the Agency's components which sponsor overseas
travelars are located in the new Headquarters Building. A central travel
claims office should result in a savings in personnel and the centralirastion
of & service of common concern. One of the prexises for the construction
of the Headquarters Bullding was to effect economies in personnel and effi-
clency in operations through the centralization of services of comnon concern.

3. As wost PC8 and overseas TDY returnees clear through the Central
Mrogessing Branch, Office of Parsonnel bsfore reporting for duty with their
eomponents of assignment, & central travel claims office , 1f established,
sbould be located contijzucus to thaet Branch.

L1 ,;"‘": R
' il Exclir-l 7 cutematic
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SUBJRCT i A Froposal for the -=oiablishment of a Central Office st
Headquarters for Processing Travel Vouehers Chargesble
to Confidential Funds

4. Centrelization of returning PCS and overseas TDY truvel voucher
Jroeeasing and ralated services would provide a single facility to which
exployees could go for sdvice and sssistance on questions regerding travel.

IV, FACTS BEARTNG ON THE PROBLIM

l. At the present time, confidential funds travel vouchers for
employees returnin; to Lsadquexters from PCS end overseas TDY trips are
prepared in the travelers' components of assignment. 7This means that the
travel vouchiers are typed, exsmined, and approved v, personnel within such
canponants. They are then forwerded to the Finsnce Division where they are

. exsained, verified smd audited prior to being certified for payment or for
- credit to the travelsrs' advance sccounts. ZThere is, therefore. » duplicstion
of exsmination and verificstion of tas vouchers.

: ‘ 2. Presant practices are the result of the need to meet Two
! regquirements:

i a. That a krowledgeable approving oftficer, appoinied under
25X1A the provisions of‘mmrove the travel voucher
i for propriety of the trevel performed end the claim
shown on the voucher.

b. That the Finance Mvisicn cexrtifying officer cexrtiry
the voucher as being legally proper for payment or
for credit.

7 Bt ladowls o ¢ W A o

3. Meny travelers canoob, or will oy, prepuxre their vun travel
vouchers. They, therefore, require the u:rvices of & person capable in
the preparstion of travel vouchers.

k., Bome travel advance accounts become delinguent &s a result of the
time required to process travel vouchers under the present decentralized
system of processing, rather then because of the travelers' delinguency
in submitting such vouchers.

FI TR R e s S S,

V. BISCUBSIONE

1. Travel vouchers involving overseas travel are normelly the most
difficult and coxpplex to prepare, viereas vouchers involving domestic trevel
ordinarily are much simpler and leas troublesoms.

| t

iﬁ; ;\ . . ' o
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SUBJECT : A Proposal for the Establishment of a Central Uffiee at
Headquerters for Processing Travel Vouchers Chargeable
to Confildential Funds

2. Most travelers returning from oversess ure processed through
the Central Processing Branch before thay report to their components for
duty. At this time the facts regarding their retwrrn travel are fresh
in their minds and they are smenable to "in processing’ procedures.
Thus, 1t would be the ideal and practical time to have the travelers
prepers their travel vouchers.

3. To sliminate the duplication of effort stated in paxragraph 1V, 1,
sbove, it is proposed that the trsveler, with the sgsistance of & skilled
travel clerk, would complete & travel voucher worksheet and grovide the
supporting receipts for his claim, On the basis of & preliminary review
of the worksheet with the traveler, the traveler would be udvised of the
spproximete emount of his trevel voucher for spplicetion to hie trevel
advance, and the spproximete amcunt which will be pxdd to niwm or he will
have to refund to liquidate his advence account. The travel clerk, also,
would arrange with the traveler the date and time for hir to return to
sign the finished travel claim. The olerk would then have & travel voucher
typed from the information shown on the worksheet. Upon signature of the
finished voucher by the traveler, the voucher would be audited and certified
by the chief of the central travel claims office wno would be a Finance
Division certifying officer. If a refund is due fron the traveler, the
central travel claims office would cobtain casi or the traveler's cireck
for the smount due. If a payment is due the traveler, the payment wonlid
be msxde in cesh at the central travel claims office. A copy of tue
voucher would be transmitted to the employee's component of sssigruent.
This direct method of processing and settling travel vouchers would cui
deys off the processing time requlred under the present system.

k. It would not be necessary to send the voucher to li: ewployee’:
component of assignment for prior approval, providing the concapl is
accepted that the eauthorizing officer’s signature on the travel order la
also an approval of the travel performed providing the travel performed
does not deviate significantly from the travel autborized. If this coocept
is mccepted, the travel voucher could be cartified and paid without further
sdninistrative approval. Should the travel es resuated on the voucher
sontain expenses not previously suthorized, operational items of expense,
or expenses significantly in excess of those autherized by the travel order
it would, of course, be necessary to have the voucher approved by the
suployee's component, or to have the travel order amended.

9. Accurate data sre not readily availsble on the precise number of
overseas returnee PCS and TDY trevel vouchers, the muber of enployees involved
in a1l phases of travel duties, and the time spent on euch duties. A reviev
of the Finance Division records for culendar year 1961 indicated, however,
that epproximately 4.k man-years were required in wrocessing[jjj Fce and 25X9
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SIBIECY i A Propesal for the Estsblishment of s Cewtral Office ai

Reslquarters for Frocessing Travel Vouchers (horgezble
to Confidsatial) Punds

trowel vouchers (ses TAB 1). Inforwmation provided by the
geagraphic /P Divimicos and the Offioe of Commmmisstiuns indiczted, as
datulled on TAR 2, that 1h man-years were requirod by hudget and Piscal
Section personnal o perform duiies related to the travel of
E<: ot 70T oversess twavel vouchers (ses 43 2). Thus, for
the 1961 calendsr year this fungtion required the service of approsimstely
18.4 nu-yoars of the sbove type emplovees.

6. In oearly sll compenents the Budget amd Plscul Oection employees
who process trawel vouchars also perform rolsted activities such us opere~
Siomal accountings, storege slaims, reviewing end follovieg @ oo travel
sftvaxce aceouats, truvel briefings, temporsry lodging allowance cluims,
transfer allowance clsims, stc. uring pesk trwrel periods sdditionsl
persconel miy be added to the Budgot and Fiscal Beotion; for ewaple,

Far Eeat Division normally has three budget and fiscel employecs on
travel duties but during pesk pericds up t0 3ix persons may ¢ schtually
eployed on his Tunction.

T. Un the busis of the imfuemation outlined in paragrapt 5, aove.
a swrings could be schieved in the wmanpower and im the processing time by
relocating in & cemtawl travel claims office the functions of aselsting
PCS and TUY overness travelsrs in the jreparation of thelr vouchers, apd
of typing, pre-enditing, certifying and settling sueh travel voucherw.
e specific amommt of such sevings is Bot determimeble; sowvever, wiibout
the benefit of setusl cxpearismes data or knowlsdge of all the reguiresents
that would be impesed or the cemtral travel claime office, it s estimateod
that st the oculset an affice foroe of thiriteen emplayses zm«rtmm
officer, ten suditors, and two clerk typists) should be able to perform
the duties in & timely and effective manver. The approval of a central
trarel claims office 10 be mmmed with thirtesn eaploywes should, thoerefore,
pormsit © savings of 5.4 man-years based om the figures gives in Ragraph
5, wbove, ssmuming that the volume of travel vouchers for the foresecadle
futwe will Dot chenge significantly. The ecstablishwent of swch on oiTice
should permit a zore effective utilizetica of Budget aod Filscal vection
persommel in the compenstts.

8. In view of the fuct that the special sixills in travel voucker
reparstion and processing have hest doveloped by persomnel sssigned in
the Budget snd Fiscal Secticms, it is ecusidered sppropriate that the
eampoments provide tem of the /0 positions amd ten individuals to coeupy
that mmber of positions for ths oemtral travel claime office. T4AB 3
lists sixteen positions which have been fdentified dy Budget wd Fiscal
Officers of the sffected coupoments from which ten smay be selected for
sssigmment to a ceutrsl travel claims office. Thw T/0 positicns wod the

individuals for the remsining three positions could be provided the Finance
Division, Office of the Comptrelier. i
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SURJECY i A Prepesal for the Estsblislowent of a Central Offiee at
Headquerters for Preseassing Travel Vouchers Chargeabls
%0 Confidential Funds j

t

9. As stated in paregraph III, 3, sbove, the centrsl travel clains
office should be located as close as possible to the Cemtral Procesasing
Branch. If the basic premise of establishing the office ic acaepted,
it would be desirable to approach the Medica) Btaff, whieh is located
sdjacent to the Central Processing Rranch, to determine whether the
necessary apace can be made available.

Vi. CONCLUBIORS

_ l. From the abaove it sppeaxrs that the establishment of a centrel
travel claims office would:

a. Kliminste duplication in processing vouchers.

b. Repedite the handling of vouchers and reduce the number
of delinquent advance sccounts.

s. lMore effectively utilize manpover.

q. Provide a service in a central locstion to returning
overseas travelers.

VII. TONS

It is recommended that:

1. A ocentral travel claims office be establiched ac a new Bection of
the Operations and Iiaison Branch, Finance Diviasion, Office of the Comptroller,
t0 process oonfidential funds travel claims for returning FCS and TDY overseas
travelers.

2. An initiel staff of thirteen be provided for ihs central truvel ¢
alaims Beotion composed of a chief (certifying officer), ten travel claims &
- adisors, sod tvo elerk typists.

3. The staff of the central travel claims Sestlon be sdjusted after
sxperience has demonstrated the ncrumal workload requiremants, and es necessary
thereafter %0 hanile peek period astivity and/or new functions mesigned. ;

g -

b, The stafl for the travel olaims Section be recruited fyom personnel
owrrently processing vouchers in the area Divisions, Office of Commumicetions,
and the Finanece Division.

5. Spesse sufficient to house the ceuntral travel clailms office be
grovided as close as possible to the Central Frocessing Braneh.

T

- - s -
e L.
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SUBJROY ¢ A Proposal for the Establisiment of & Centrel Office at

Headqumrters for Prosessing Travel Vouchsrs Cuargeable
to Confidential Funds

6. The concept be mccepted that travel vouchers covering trevel
perforned under properly suthorized travel orders ney be certiried for
yeyment or credit without further approval unless ihe travel voucher
reflects an itinerary and/or expenses significently different from that
suthorired, expenses not yreviously suthorized, or operational expenses.

Acting Chier,
Technical Acgounting Staff

CONCUR ¢

Comptroller v Dete
ﬁoputy Director (Bupport) Date
Deputy Director (Plans) Date
Beputy Director {Intelligence) Pate
Deputy Director (Research) Date

-~

m ST TR ‘ | 3]‘
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ic Divisions of DD/P area and Office of Cowmmuni
ees of et and Figcal Sections Ass to Travel Duties

Pivision Eeployee Grade

Title
Fiscal Processing Assistant
Fiscel Assistant
Clerk-Typist
Fiscal Processing Assistant
Fiscal Processing Assistant
Fiscal Processing Assistant

Filscal Processing Assistant
Fiscal Procecsing Assistant

Fiscal Processing Assistani

Fiscal Processing Assistant

Flscal Processing Assistant
Fiscal Processing Assistant
Transportation Clerk
Transportatics Clerk

—
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MEMORANDUM FOR: Comptroller
SUBJECT ° : A Proposal for the DgtablishJQnt of a Central Office at
Headquarters for Processing Travel Vouchers Chargeable

to Confidential Funds

I. This memorandum conteins a recommendation for approval in paragraph VII.
II. FROBLEM

To determine the feasibility of establishing a central travel cleims
office at Headquarters for the purpose of assisting returning PCS employees
and TDY overseas travelers in the prevaration of their confidentiel funds.
travel vouchers and for the typing, auditing, end certifying of such vouchers
for peayment or for credit to the travelers® advance accounts.

IIX. ASSUMPTIONS

1. Current procedures for processing PCS end TDY travel vouchers at
Headquarters for employees traveling on confidential funds result in excessive
xl“':‘.ll""tlof‘ of manvower and time because of duplication of effort in the
travelers? components of assigrment axd in the Finance Division, Office of
“he Couptroller. Centrelization of certeain functions should result in &
savings of menpower, time, and peperwork.

A central travel clains
asible because most of toc
““e located in the new Ecaiguerters Building. A centrel ~“‘ﬂaveﬂ
cle..;mu office should result in a sevings in personnel end the centralization
of a service of common concern. Cce of the prenises for the CODS"C.C‘uC'LlO.u.

of the Headquarters Building was to effect ecoromies in personnel and eifi-
ciency in operations-tihrough the ce entralization of services of common conceri.

ice Tor wrocessing travel claims mey
. mercy’e ccoporents which sponsor overseas

2y

3. As most PCS and overs:c. .Y returnces clear through the Central
Processipg Branch, Office of Per waol booore roeporting for duty with thelr
corponents of assigmment, a cer.y L Lrave- cicins office, if esteblished,

should be located contiguous to tuat Branch.

«
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¢ A Proposal for the Istablishrmens of a Central Office at
Heedquarters for Processing Travel Vouchers Chargeable
to Confidential Tunds

L, Centralization of returning PCS and overseas TDY travel voucher
nrocessing end related services would provide a single facility to which
employees could go for advice and assistance on questions regarding travel.

¢

V. TACTS BEARING ON THE PROBLLM

1. At the present time, contidential funds travel vouchers for
employees returning to Headquarters from ¥C5 end overseas IDY trips are
prepared in the travelers' components of assigmuent. This meens that the

ravel vouchers are typed, examined, and approved oy personnel within such
components. They are then forwerded to the TFinance Division where they eare
examined, verified and audited prior to being certified for payment or for
credit to the travelers' advance accounts. There is, therefore, a duplication-

of examinetion and verification of the vouchers.

2, Present practices are the result of the need to meet two
requirements: : ‘

a. Thet a knowledgeable epproving officer, appointed under
the provisions of ﬁapprove the travel voucher
for propriety of the travel performed and the clain
shown on the voucher. ‘

That the Finance Division certifying officer certify
the voucher as being legally proper Lor payment or
for credit. ’

3. ' Many travelers cannot, or will not, prepare their own travel
vouchers. They, therefore, require the services of a person capable in
the preparation of travel vouchers. : :

L. Some travel edvance accounts become delinguent as & result of the
time required to process travel vouchers under the present decentralized
system of processing, rather than because of the travelers' delinquency

 in submitting such vouchers.

V. DISCUSSIONS

e

1. Travel vouchers involving overseas travel ere normally the most
difficult and complex to prepare, whereas vouchers involving domestic travel
. ordinerily are much simpler and less troublesonie.

1

Wy
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SUBJECT : A Proposal for the Establishment of a Central Office at
‘ Headquarters for Processing Travel Vouchers Chargeable
to Confidential Funds

2. Host travelers returning from overseas are processed through
the Central Processing Branch before they report to their cowponents for
duty. At this time the facts regerding their return travel are fresh
in their minds and they are amenable to "in processing” procedures.

Thus, it would be the ideal and practical time to have the travelers
Prepare their travel vouchers.

3. To eliminate the duplication of effort stated in paragraph IV, 1,
above, it is proposed that the traveler, with the assistance. of a skilled
travel clerk, would complete a travel voucher worksheet and provide the
supporting receipts for his claim. On the basis of a preliminary review
of the worisheet with the traveler, the traveler would be advised of the
epproximate amount of his travel voucher for application to his travel
advance, and the approximate amount which will be paid to him or he will
have to refund to liquidate his advance account. The travel clerk, also,
would arrange with the traveler the date and time for him to retura to
sign the finished travel claim. The clerk would then have e travel voucher
typed from the information shown on the worksheet. Upon signature of the
finishel voucher by the traveler, the voucher would be audited and certified
by the chief of the central ’t:ra.ve'l claims office who would be a Finance
Division certifying officer. If a refund is due from the traveler, the
central travel claims office would obtain cash or the traveler's check
for the amount due. If a payment is due the traveler, the payment would
be made in cash at the central travel claims office. A copy of the
voucher would be transmitted to the employee's component of assigament.
This direct method of processing and setilinz travel vouchers would cut
days off the processing time recuired uader the present system.

L. It would not be necessaz 'o send the voucher to the employee's
component of assigmment for pricr a , Lroviding ‘the concept is
‘accepted that the authorizing of ! ugna‘oure on the travel order is
also an approval of the travel © ned providing the travel performed
does not deviate significantly i the wravel zuthorized. If this concept
is accepted, the travel voucher couid ertified and paid without further
administrative approval. Should the travel as reported on the voucher
contain expenses not previously auvihorizeld, overational items of expense,
or expenses significantly in excer s ¢ those authorized by the travel order
it would, of course, be necessa.y .0 .1 che wvoucher approved by the
employee's component, or to have w.c order amended.

5. ZAccurate data are not readily availeble on the precise number of
overseas returnee PCS and IDY travel vouchers, the number of employees involved
in all phases of travel duties, and the time spent on such duties. A review
of the Finance Division records for calendar year 1961 indicated, however,
that approximately U.l4t man-years were required in processing PCS and 25X9
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TDY travel vouchers (see TAB 1). Information provided by the
geographic DD/P Divisions_ ard the Office of Communications indicated, as
detailed on TAB 2, that 1lb men-years were required by Budget and Fi sca.l
Se 1 pc"sonnel to perform dusies related to the. travel of epproxinately

25X9 Fﬁ”s and TDY overseas travel vouchers (see TAB 2). Thus, for
wne 1001 calendar year this function required the service.of approximately
25X9 18.4 man-years of the above type employees.

6. In nearly all components the Budget and Fiscal Section employees
who process travel vouchers also perform related activities such as opere-
“ional accourntings, storage claius, reviewing end following up on travel
advance accounts, travel briefings, temporary lodging allowance claims,
'““a‘.mer allowance claims, etc. During peak travel periods additional
persopnel may be added to the Budget and Fiscal Séction; for example,

Far East Division normally has three budget and fiscal employees on
travel duties but during peak periods up to six persons may be actually
employed oa this function.

7. On the basis of the information outlined in paragraph 5, sbove,

a savings could be achieved in the menpower and in the processing time by
relocating in a centrel travel clzims office the Tunctions of assisting

S and TDY overseas travelers in The preporaition of their vouchers, and
of typing, pre-auditing, certﬁy; ~ond sobolinz such travel vouchers.
The specific amount of such savin 5 .3 rou (oterninable; hovever, without
the benefit of actual experiencs catc or Imcowlielge of all the reguirenents
that would be imposed on the central trevel clains office, it is estimated
thet &t the outset an office force of th._A teen employees (one certifying
officer, ter auditors, end two cloxl Ty sypists) saould be able to perform
the duties in a timely and effective menner.. The approvel of a central
troavel claims office to be manned with thirteen c*mloyees should, therefore,
vermit o savings of 5.k me.n-ygws taced on the filgures given in pax wrauh
' 5, above, assuning that the voluws : on trovel vouchers for the foreseecable
future will not change significsz ly. fGh: csochiishment of such.an office
should permit a more effective wt iizabtioca of LDudget and Fiscal Section
personnel in the components.

8. In view of the fact that the special skills in travel vcucaer
preparation and processing have been developed by personnel assigned in
the Budgzet and Fiscal Sections, it is considered appropriate that the
components provide ten of the T/ 0 positions and ten individuals to occupy
thet number of positions for the centrel travel claims office, T4AB 3
lists slxteen positions which have been identified by Budget and Fiscal
Cfficers of “the affected components from which ten may be selected for
assigonent to a central travel claims office. The T/0 positions and the
individusls for the remaining three positions could be provided by the Finance
Division, Office of the Comptroller. '
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Az stated in paregreph IIx, 3, o80ve, - cenbral travel cleims
should be loceted as close &3 sossible ¥ } entral Processing
Tf the basic premise of esvabiishing the office is accepted,
1 would be desirsble to approach the Medical Stef?, which'is located
adjacent to the Certral Processing Zrench, o determine whether the
necessexry space can be nede available.

FeXo)
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VI, CONCLUSIONS

1. From the above it eppears that the estoblishment of & centrel
travel cleims office would:

Tliminate duplication in processing vouchers.

Eopedite the handling of vouchers end reduce the number
of delinquent advance accounts. ’

More effectively ubilize menpower.

de Provide & service in a central location to returning
overseas travelers.

| VII. RECOMMENDATIONS

It ::.s i'ecommended that:

1. A central travel claims office e established as a nevw Section of
the Operstions end Iiaison Brench, Finance Division, Office of the Comptroller,
——L G L OCE S S confidentiel funds travel Claime T Tor Feturaing FCS” sad TDY overseas T

trevelers. - _ C .-

o,  An initial stafl of +hirteen be provided for the central trevel
cleims Section composed of & chief (certifying officer), ten travel clainms
auditors, and two clerk typilsts. - . ‘

. The steff of the central travel claims Section be adjusted after
experience has demonstrated the normal workload regquirements, and as necessary
theresfter to handle peeak period activity am/ or new functions assigned.

b, The staff for the travel cloime Section be recruited frow personnel
currently processing vouchers in the area Divisiouns, Office of Coumunicetions,

)

and the Fineance Division. ;

. Space sufficient.to house the centmal travel cleims office be
ed as close as possible to the Centxjgj__,m?roc_:assing Branch.

atems e e =
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. The concept be accepted That travel vouchers covering tra
ormed vnder proverly authorizeld travel orders may be certified for
ment or credlit without further epprovel tnless the travel voucher

flects an itinerary eud/ or expenses significontly different from tha
authorized, expenses not previously authorized, or opera‘c:.onal expenses.

AcTing
echrical Accountlng Stef?

CONCUR:

Comptroller

(See attached memorandum.)
Deputy Director (Support)

- -

Deputy Director (Plans;

Deputy Director (Intelligence)

Deputy Director (Research)
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